COBRA Quarterly Report – Instructions
General Instructions:  Sections highlighted in yellow are data entry fields for quarterly reporting.
Agency: 
Select your agency name by clicking on the drop-down box.
Period
Covered: 
Select the period covered from the drop-down box.
Completed by:  
Enter name of person completing quarterly report.
Email: 
Enter email address of person completing quarterly report.
Telephone #:  
Enter phone # of person completing quarterly report.
Line 1:
Enter total amount of Case Management Salaries and the portion of salaries related to the 

direct case management responsibilities of the Treatment Adherence and/or Clinical 

Case Management Supervisor salaries.
Line 2:
Enter total amount of Case Management Technician Salaries. 

Line 3: 
Enter total amount of Community Follow-up Worker Salaries.
Line 4: 
Enter 75% of the total amount of Supervisory/Program Director Salary (the other 25% will be entered in Line 17).  Remember to include the portion of the Treatment Adherence and/or Clinical Case Management Supervisor salaries related to supervision.
Line 5: 
Enter fringe rate for your COBRA Program (amount of fringe costs will calculate automatically).
Line 6: 
Enter total costs for crisis intervention services (24-hour response service to COBRA clients).
Line 7: 
Enter total amount of travel costs of direct/supervisory staff.  Administrative staff travel should be included in line 19.
Line 8: 
Enter total amount of quality assurance costs (related to case record review & program performance).

Line 9: 
Enter total amount for Clinical Consultant costs. 
Line 10: 
Enter total amount of training costs for your direct case management staff only. 
Line 11: 
Enter total amount of conference costs for your direct case management staff and program director.
Line 12:
Enter total amount of supplies associated with the CFP for this quarter.
Line 13:
Enter total space costs associated with the CFP for this quarter.

Line 14:
Enter total utility costs associated with the CFP for this quarter.

Line 15:
Enter total telephone costs associated with the CFP for this quarter.

Line 16:
Total Direct Service Costs will automatically add lines 1 – 15.
Line 17: 
Enter Indirect Personnel Service Costs (25% of the total Supervisor/Program Director salary cost) plus any additional indirect staff.  This may include the COBRA biller, clerical staff, portion of the Executive Director...etc.
Line 18:
Enter fringe rate related to your COBRA program (indirect fringe costs will be calculated for you).
Line 19:
Enter all other indirect costs related to your COBRA program.
Line 20:
Total Indirect Service Costs will automatically add lines 17-19.
Line 21:
Total Costs will automatically add lines 16 and 20.
Revenue Billed:

Enter actual amount of revenues billed during the month
Claims Pended/Denied:


List the amount of pended or denied claims during the month.  Billing lag will cause pended or denied claims to be reported in subsequent months than they were actually billed.  You do not have to match pended or denied claims to prior revenues.  Simply report this information in the month you received the pended or denied status.  This section provides us with an aggregate look at an agency’s billing trends rather than time-specific data.
Revenues Received: 


Enter actual amount of revenues received during the month
Revenue Totals:

Total Revenue costs will be automatically calculated for the three months of the quarter.

Staffing:

Please enter the full-time equivalent (FTE) as of the end of the quarter for your Case Managers, Case Management Technicians, Community Follow-up Workers, Clinical Case Managers and Treatment Adherence Specialists for each site related to your COBRA program.  Also, enter the non-duplicated caseload for each site.  If a particular site is not listed, please enter name and address in the “Add Site” section and complete staffing as described above. 
